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17. DESTRUCTION OF CLASSIFIED DOCUMENTS

a. Destruction of Top Secroy Document s

(1) By whom. Normally a Top Secret document shall
be destroyed by the authenticating official whose
symhol appears thereon, or his successor, or by
higher authority.

CAUTION: A record copy of a Top fecret document shall
be retained by the suthenticating official. Only if
downgraded may consideration be given to the destruc-
tion of the record copy in accordance with approved
pecords disposition practices.

(2) Alvernative Procedurs., If desired, a custodian
way destroy a lop Seorst document in his possassion, S
after obtaining authority in writing from the
authenticating offioiel whose symbol appesrs on
the document, his successor, ov hizher authority.

NOTE: If a Top Secret document Lears the notation
thereon, "Destroy Copy Within ___ Days." destruction at
the time indicated 1s mandatory unless an extension

of time is secured in writing from the authentlcating
official, his alternate, successor or higher authority.
No further consent prior to destruction is required to
be obtained from the authenticating official, or his
succegsor or from higher authority.

(3) Method of Destruction: Top Secret documents shall
be shradded and completely burned and ‘he residue
pulverized by the custodian {or his designated
represemtative) in the presance of a representative
spproved by the responsible ASC security office.

As an alternative Top Seereb documents may be
destrayed by macerating or pulping by the cugtodian
{or his designated representative) in the presence
of a representative approved by the responsible

AFC security office.
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() Gegﬁégiga%s of Destruction: A certificate of destruc-
tien

for Top Secret documents to be deatroyed, in the
for~ appended hereto, shall be prepared in trirlicste,
setiin- forth the following informatiom:

(a) Identificstion rumbor of the documents, and

(b) Kumber of pages of which the Top Sesret document
destroyed conslsis,.

If the Top Secret documents to ba destroyed are not
. mambered, the certificate of destruction shall set
forths

{a) A brief deseription (subject or titla) of each
_ Top Secret decument dssiroyed,

{b)} late of the documents, and

(8) Mumber of pages of which the document consisis.
The sertificate of destruction shall be signed
by the person destroylng the document ond the
person witnessing the destruction.

Mopoaition of coples of the certificate of destruction
shall be made as followa:

{a) OUne copy of the certificate shall be retained in
the Office of the custodian at the time of destruc-
tion,

{p) fThe second cony of the certificate shall be
forwarded to ths Central Dooument Centrol Office,
Tivision of Jecurity, N. W., Washingten, D. C.

(@) The third cepy of the certifieate shall be
{forwarded to the authenticating officlal whose
symbol a-ears on the decumeny, if other than tho
custodian at the time of destruction.

Verification that the Top 3ecret document is intaect,
apd that the number of pages ineluded in the documen-
tation is aotually destroyed, shall be made during the
gseurse of the deatruction thereof. The certificate of
destmuction shall be signed only after such verifica-
tiﬂﬂo
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b, Destrugtion of ocuments (la:sified Secret or Confidential

(1) Methed of Destrustion. Uocumcnts classified ecret or
Confidentinl shall be destroyed by shrediing and burn-
ing er b, maceraiing or .wiping, by properly authorized
individuals. If no such system of destructlon by
preperl: authorized individuals hus beoon establlished by
the (eneral Managsr or responsibls Manager »f Operations
involved, destructiocn of Seeret or Confidential document.s
shall be made by the custodian in the pressnee of a
disinterested witness.

(2) aard of Destruction. A resord of destruction shall be
maintained in the office of the last custodian of all
Searet docuwents and Confidential documents whioh are
dogumented., ‘The regord shall contain the following
information: subjeot or title and classiyication of
the :docunment, dote of document, report number, serles

“and ¢on, mumbor, date »f destruction and the name of the
persesn who destroycd the document.

e. Dispesal of kaste

{1} wWork sheets, earbon paper, stenographer's notes, imparfect
ecoplies, stencils, cylinders whiech cannot be shaved, or
other sound recordings, which are cla:sifled, or warrant
s 8lassification, should be safeguarded in the manner
pressribed for documents of the same classification until

destroyed. They shall be destroyed in the manner prescilibed

for documents of the classification which they bear or
warrant. '

(2) Recsrd of destruction is not required to be maintained
in these cases, with the exception that a certifieats of
destruction is required for any sush material ¢lassified
Top Seerst which has been authenticated.

d. gylipders and Disks, Cylinders which have alassified infore

mation ratorded thereon may be shaved and this wili be con-
sidered the eguivalent of dssiructlon.
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Disks eontsining elassified information ;*-:hall be sither
broken or torn, depending on the composition thereof, and
burned,

e. isgeipt for Top sesret Locumenis. The ari;;,inatl (u&xiteé and
quadruplicate (yellow,) coples of Recsipt for Top Secre
doenments, Form Ail-2h7, may ve destroyed after a peried of
one year fiom dote of disvateh wiich appears thereot,

uiassl daterial Ueceipt. Coples of Classified Haterial

£ amg;&a&ﬁ A-0=-126, or any recoipt simllar in e:.mtam: s MRy
be destroved st any time efter the lapse of [ilve years trom
the date appearing on sush recelpt, on which the documents
1isted the eon were Lr-ansmitted.

- . L - .
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